How to Search for a Vendor by Contact
Name Not Logged into the System



1. Go to https://charlotte.diversitycompliance.com/
2. Click on Search Certified Directory

J
m OUR MAIN SITE (2) CONTACT sUPPORT
c— e
CHARLOTTE.

Supplier Diversity Management System

VENDOR CERTIFICATION SYSTEM TRAINING ABOUT THE SYSTEM
Search and/or join our database of Learn how to fully utilize our system Learn more about this system and
certified vendors with a live trainer how it works today

Search Certified Directory ‘ “ Information for Vendors
Apply for / Renew Certification
UPCOMING EVENTS ACCOUNT ACCESS
View our upcoming events Lookup Vendor accounts or reset

OUTREACH

user passwords
Opportunities for vendor involvement Events
Account Lookup

View Active Bid Opportunity Listings

Forgot Password

View Outreach Opportunities

3. Under Certifications, place a check mark in Minority Business Enterprise (MBE), Small Business
Enterprise (SBE), and Woman Business Enterprise (WBE) to search the City of Charlotte Certified

Directory

Search by Certification Type

Certifications ™ Minority Business Enterprise (MBE) Ci f Ch |
[ Small Business Enterprise (SBE) } Ity o arlotte
& Women Business Enterprise (WBE) Certified Directory
[ Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)
[ Disadvantaged Business Enterprise (DBE)
[ Historically Underutilized Business (HUB)

Search by Business Name or DBA

Business Name/DBA . .
Tip: Try just a few letters of the firm's name.

Search by Business Description

Busi D ipti
usiness Description Tip: Try just a few letters of a keyword.

Search by Commodity Code
Commodity Codes Click to Lookup Commadity Codes.
Search by Contact Person
First name Last name
Contact Person/Owner
Tip: Use the first letter. Tip: Try just the first few letters.
Search by Location
City
Zip Code . .
P Tip: Search for multiple zip codes by separating with commas.
State Select one or *
Phone Area Code
Search by Reference
Ethnicity Select one ar more
Gender Select one or more

‘ Search ‘ | Download Entire Directory



https://charlotte.diversitycompliance.com/

4. Under Search by Contact Person type the contact first name and/or last name in the appropriate
field (Note: You do not have to type the entire name, it can be partial. If you only know the first
name or last name you can search with one name listed)

Search by Certification Type

Certifications Minority Business Enterprise (MBE)

Small Business Enterprise (SBE) City of Charlotte
Certified Directory
Women Business Enterprise (WBE)
Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)

Disadvantaged Business Enterprise (DBE)

O 00l & "

Historically Underutilized Business (HUB)
Search by Business Name or DBA

Business Name/DBA . . X
Tip: Try just a few letters of the firm's name.

Search by Business Description

Business Description
P Tip: Try just a few letters of a keyword.

Search by Commodity Code

Commodity Codes ‘ Click to Lookup Commeodity Codes ‘

Search by Contact Person

Firstname Last name
‘Contact Person/Owner leeo ] Idan| X I
Tip: Use the first letter. Tip: Try just the first few letters.

Search by Location

City
Zip Code

- Tip: Search for multiple zip codes by separating with commas.
State Select one or *

Phone Area Code

Search by Reference

Ethnicity Select one or more v

Gender Select one or more *

‘ Search ‘ ‘ Download Entire Directory




5. Click “Search”

Search by Certification Type

Certifications M Minority Business Enterprise (MBE)

City of Charlotte
Certified Directory

W Small Business Enterprise (SBE)

¥ Women Business Enterprise (WBE)
] Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)
[J Disadvantaged Business Enterprise (DBE)

[ Historically Underutilized Business (HUB)
Search by Business Name or DBA

Business Name/DBA i . X
Tip: Try just a few letters of the firm's name.

Search by Business Description

Business Description
- Tip: Try just a few letters of a keyword.

Search by Commodity Code

Commodity Codes Click to Lookup Commodity Codes

Search by Contact Person

First name Last name
‘ Contact Person/Owner keo | Idan|
Tip: Use the first letter. Tip: Try just the first few letters.

Search by Location

City
Zip Code . ‘ . . .

Tip: Search for multiple zip codes by separating with commas.
State Select one or ~

Phone Area Code

Search by Reference

Ethnicity Select one or more Y

Gender Select one or more *

- Search Download Entire Directory




6. Click on the Certification that is highlighted to review the business name and basic contact

information is displayed

Search Parameters

Certifications

Contact Person/Owner

Search Results

Vendor

NEW BEGINNING LANDSCAPE, LLC

Business & Contact Information
Business Name
Owner

Address
> Map This Address.

Phone
Fax
Email
Ethnicity
Gender

Certification Information
Certifying Agency
Certification Type

Certified Business Description

Commeodity Codes

NIGP 91227
NIGP 91273
NIGP 96850

Minority Business Enterprise (MBE)

Small Business Enterprise (SBE)

Women Business Enterprise (WBE)

geo dan

Edit Parameters l I Clear Parameters

Search Again l l Download Search Results

Business information displayed on the screen

NEW BEGINNING LANDSCAPE, LLC
GEORGE DANIELS

11438 LARIX DRIVE
CHARLOTTE, NC 28273

704-400-4830

704-504-3115
GDANIELS@CAROLINA.RR.COM
Black American

Male

City of Charlotte
SBE - Small Business Enterprise

NIGP 91227 Construction, Irrigation System
NIGP 91273 Paver Block Installation
NIGP 96850 Leaf, Bush, Tree Limb Collection

1 firm with 1 certification found

Click the certification type for contact information and certification details
Location Certification

CHARLOTTE, NC SBE

cLOSE winDow  [X]

NIGP 98562 Plant (Nursery Stock) Rental and Leasing Services

NIGF 98814 Erosion Control Services

NIGP 98852 Landscaping (Including Design, Fertilizing, Planting, etc. But Not Grounds Maintenance or

Tree Trimming Services)

Code Description
Construction, Irrigat\on System
Paver Block Installation

NIGP 98862
NIGP 98614
NIGP 98852

Leaf, Bush, Tree Limb Collection
Plants, Nursery Stock, Rental and Leasing Services
Erosion Control Services

Landscaping, Including Design, Fertilizing, Planting, etc., Not Grounds Maintenance or Tree Trimming Services




8. Click “Print” in the upper right corner

Certified Profile

Business Name
Owner

Address
> Map This Address

Phone
Fax
Email
Ethnicity
Gender

Gertification Information
Certifying Agency

Centification Type

Certified Business Description

Commodity Codes
Code

NIGP 91227

NIGP 91273

NIGP 96850

NIGP 98562

NIGP 98814

NIGP 98852

CLOSE WINDOW

Business & Contact Information

NEW BEGINNING LANDSCAPE, LLC
GEORGE DANIELS

11438 LARIX DRIVE
CHARLOTTE, NC 28273

704-400-4930

704-504-3115

GDANIEL S@CAROLINA.RR.COM
Black American

Male

City of Charlotte
SBE - Small Business Enterprise

NIGP 91227 Construction, Irrigation System

NIGP 91273 Paver Block Installation

NIGP 96850 Leaf, Bush, Tree Limb Collection

NIGP 98562 Plant (Nursery Stock) Rental and Leasing Services
NIGP 98814 Erosion Control Services

NIGP 98852 L i Design, F
Tree Trimming Services)

Planting, etc. But Not Grounds Maintenance or

Description

Construction, Imigation System

Paver Block Installation

Leaf, Bush, Tree Limb Collection

Plants, Nursery Stock, Rental and Leasing Services

Erosion Control Services

Landscaping. Including Design, Fertilizing. Planting, efc., Not Grounds Maintenance or Tree Trimming Services

9. Highlight your printer and click “Print”

CLOSE WINDOW

x

Business & Contact Information

Business Name
owner

Address

> Map This Address
Phone

Fax

Email

Ethnicity

Gender

Certification Information
Certifying Agency
Certification Type

Certified Business Description

Commodity Codes
Code

NIGP 91227

NIGP 91273

NIGP 96850

NIGP 98562

NIGP 98814

NIGP 98852

NEW BEGINNING LANDSCAPE, I
GEORGE DANIELS

11438 LARIX DRIVE
CHARLOTTE, NC 28273

704-400-4930
704-504-3115

General | Options:

Select Prnter
% Add Printer = Microsoft XPS Dc
B0 City_Of_Charlotte_Secure Print on myrs-ricoh-01 & Send To OneNot
EiFax 0 WebEx Documner

 — D
Status: Ready [ Print to file

Location:
Comment

Black American
Male

Secure Print Release

Fage Range
Al

Selection

Number of copies: 1

City of Charlotte Cument Page

SBE - Small Business Enterprise

NIGP 81227 Construction, Irriga
NIGP 91273 Paver Block Installa
NIGP 96850 Leaf, Bush, Tree Lil
NIGP 98562 Plant (Nursery Stock|
NIGP 98814 Erosion Control Sel
NIGP 98852 Landscaping (Includi
Tree Trimming Services)

(@ Pages: 1 Callate

(2 3P

Enter either a single page number or a sindle
page range. For example, 512

Description

Construction, Imigation System

Paver Block Installation

Leaf, Bush, Tree Limb Collection

Plants, Nursery Stock, Rental and Leasing Services

Erosion Control Services

Landscaping, Including Design, Fertilizing. Planting, eic., Not Grounds Maintenance or Tree Trimming Services




10. Click “Close Window”

Certified Profile

Business Name
Owner

Address
> Map This Address

Phone
Fax
Email
Ethnicity
Gender

Gertification Information
Certifying Agency

Centification Type

Certified Business Description

Commodity Codes
Code

NIGP 91227

NIGP 91273

NIGP 96850

NIGP 98562

NIGP 98814

NIGP 98852

Business & Contact Information

cLOSE wiNpow  [X] I

NEW BEGINNING LANDSCAPE, LLC
GEORGE DANIELS

11438 LARIX DRIVE
CHARLOTTE, NC 28273

704-400-4930

704-504-3115

GDANIEL S@CAROLINA.RR.COM
Black American

Male

City of Charlotte
SBE - Small Business Enterprise

NIGP 91227 Construction, Irrigation System

NIGP 91273 Paver Block Installation

NIGP 96850 Leaf, Bush, Tree Limb Collection

NIGP 98562 Plant (Nursery Stock) Rental and Leasing Services

NIGP 98814 Erosion Control Services

NIGP 98852 Landscaping (Including Design, Fertilizing, Planting, etc. But Not Grounds Maintenance or
Tree Trimming Services)

Description

Construction, Imigation System

Paver Block Installation

Leaf, Bush, Tree Limb Collection

Plants, Nursery Stock, Rental and Leasing Services
Erosion Control Services

Landscaping. Including Design, Fertilizing. Planting, efc., Not Grounds Maintenance or Tree Trimming Services

11. Click “Clear Parameters

Search Parameters

Certifications

Show directory information and instructions

Edit Parameters Clear Parameters
Minority Business Enterprise (MBE) T
Small Business Enterprise (SBE)

Women Business Enterprise (WBE)

Contact Person/Owner geo dan
Search Again l l Download Search Results
Search Results 1 firm with 1 certification found
Click the certification type for contact information and certification details
Vendor Location Certification
NEW BEGINNING LANDSCAPE, LLC CHARLOTTE, NC SBE

12. Conduct another search if needed, if no additional searches are needed close the program.



How to Search for a Vendor by Contact
Name While Logged into the System



1. Go to https://charlotte.diversitycompliance.com/

2.

3. Type in username and password credentials to gain access to B2GNow and click Login

Log In the system

CHARLOTTE.

VENDOR CERTIFICATION

Search and/or join our database of
certified vendors

Search Certified Directory

Applyfor/ Renew Certification

SYSTEM TRAINING

Learn how to fully utilize our system
with a live trainer

ABOUT THE SYSTEM

Learn more about this system and
how it works today

Information for Vendors

OUTREACH

Opportunities for vendor involvement
View Active Bid Opportunity Listings

View Outreach Opportunities

UPCOMING EVENTS

View our upcoming events

System Access Login

| ACcounT ACCESS

Lookup Vendor accounts or reset
user passwords

Account Lookup

Forgot Password

Password

¥ Remember Username



https://charlotte.diversitycompliance.com/

4. Click “Search” located on the left side of the screen
®

\\ P/,

—
CHARLOTTE.
« 2 3 B
Home
View »
Reporting »
Create »
Tools »
Settings »
Help & Support »
Logoff

Show All Hide All

5. Click on Certified Vendors
o

\ P/

CHARLOTTE.
« =5 4 S

Home
View »
Search »

endors

Certified Vendors

Users

Conftracts
Concessions
Outreach Campaigns
PO Payments

Proposals
Certification Apps
Search Results »

Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

Show All Hide All




Type in the contact person first / last name (Note: partial name can be entered for the

search)
@

<

CHARLOTTE.
« > B &

Home
View »

Search »

Vendors

Certified Vendors
Usears

Contracts
Concessions
Qutreach Campaigns
PO Payments

Proposals
Certification Apps
Search Results »

Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

Show All Hide All

Logged on as:

I Search First 20 Matches I [ Search All Matches I [ Clear Form ]

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory ] I Certified Directory as of:

(mm/dd/fyyyy)

Search Parameters

BUSINESS NAME/DBA

CONTACT PERSON

amy

STATE/PROVINCE

ZIP CODE/POSTAL CODE

PHONE AREA CODE

COMMODITY CODES

BUSINESS DESCRIPTION

) [

Enter business name, DEA name, Tax ID number, or System Vendor Number; all searches are wildcard (e.g. *text*).

Contact Type

I i I Users

Select one or more v

Search for multiple zip codes and post codes by separating with commas.

Click to Lookup Commodity Codes

Certification Parameters

CERTIFICATIONS

CERTIFICATION ACTION

CERTIFICATION STATUS

ASSIGNED CERTIFICATION OFFICER

INCLUDE EXPANSIONS

Use the field below to identify organizations and certification types for this search. Click an organization name
to select/unselect all of its types.

[City of Charlotte], [North Carolina Unified Certification Program], [St *
Directory match option:

Match ANY certification type selected above

Select one or more *

All (certified, pending, expired, other)
Optional Process Step: | All
Optional Date Range: to (mm/dd/yyyy)

[ Limit renewing/expiring/renewed/expired (w/out pending or approved certification processing record)
search filter to same certification type.

[J use ORIGINAL renewal/expiration date for renewing/expiring/renewed/expired search filter.
[] use Expiration Date instead of Renewal Date in search

Select one or more v

[ include expansion records in search results




Click the drop-down box under the Certification Parameters and select only City of Charlotte
to view certified firms for the City of Charlotte

<

CHARLOTTE.
e > @ S

Home
View »

Search »

Vendors

Certified Vendors
Users

Contracts
Concessions
Qutreach Campaigns
PO Payments

Proposals
Certification Apps
Search Results »

Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

Show all Hide all

Logged on as

Search First 20 Matches ] I Search All Matches l l Clear Form ]

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory ] I Certified Directory as of: (mm/dd/yyyy)

Search Parameters

BUSINESS NAME/DBA

Enter business name, DBA name, Tax ID number, or System Vendor Number, all searches are wildcard {e.g. *text]

First name Last name Contact Type
CONTACT PERSON geor dani Users
ary
STATE/PROVINCE Select one or more v
ZIP CODE/POSTAL CODE

Search for multiple zip codes and post codes by separating with commas.
PHONE AREA CODE
COMMODITY CODES

Click to Lookup Commodity Codes

BUSINESS DESCRIPTION

Certification Parameters

CERTIFICATIONS Use the field below to identify organizations and certification types for this search. Click an organization name
to select/unselect all of its types.
[City of Charlotte] B
Q
[] [select all] ~ El

CERTIFICATION ACTION City of Charlotte

Minority Business Enterprise (MBE)
CERTIFICATION STATUS

Small Business Enterprise (SBE)
‘Women Business Enterprise (WBE) |

North Carolina Unified Certification Program ]
[T] Airport Concessionaire Disadvantaged Business Enterprise (...

[] pisadvantaged Business Enterprise (DBE) ertification processing record)

State of North Carolina v xpired search filter.
[1 Historically Underutilized Business (HUB)

ASSIGNED CERTIFICATION OFFICER Select one or more v

INCLUDE EXPANSIONS [[1 Include expansion records in search results




Click “Search All Matches”

P/

CHARLOTTE.
& =2 @B S

Home
View »
Search »

Vendors

Certified Vendors
Users

Contracts
Concessions
Qutreach Campaigns
PO Payments

Proposals
Certification Apps
Search Results »

Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

Show All Hide All

Search First 20 Matches

Search All Matches ] I Clear Form I

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory ] l Certified Directory as of:

(mm/dd/yyyy)

Search Parameters

BUSINESS NAME/DBA

CONTACT PERSON

aTy

STATE/PROVINCE

ZIP CODE/POSTAL CODE

PHONE AREA CODE

COMMODITY CODES

BUSINESS DESCRIPTION

Enter business name, DBA name, Tax ID number, o System Vendor Number; 3/l searches are wildcard (.2, *text*).

First name Last name Contact Type
geor dani Users
Select one or more v

Search for multiple zip codes and post codes by separating with commas.

Click to Lookup Commodity Codes

Certification Parameters

CERTIFICATIONS

CERTIFICATION ACTION

CERTIFICATION STATUS

ASSIGMED CERTIFICATION QFFICER

INCLUDE EXPANSIONS

Use the field below to identify erganizations and certification types for this search. Click an organization name to
select/unselect all of its types.

[City of Charlotte] v
Directory match option:

Match ANY certification type selected above

Select one or more *

All (certified, pending, expired, other)

Optional Process Step: | All

Optional Date Range: to (mm/ddsyyyy)

[ Limit renewing/expiring/renewed/expired (w/out pending or approved certification processing record) search
filter to same certification type.

[ uUse ORIGINAL renewal/expiration date for renewing/expiring/renewed/expired search filter.
[[] Use Expiration Date instead of Renewal Date in search

Select one or more v

[ include expansion records in search results




9. Click “Export”
Search: Certified Vendors

Help & Tools

Users ‘ Vendors | Contracts I Concessions. 1 Proposals I Qutreach I Payments ‘

Listed below are all of the vendors that match your search criteria. Use the sort and filter functions of the table to reduce the size of the list. You can view more listings by
using the navigation line at the bottom of the table.

To resort click column title. To filter click drop down menu

Business Name | ail Location Phone Number Agency & Type Status Actions
NEW BEGINNING LANDSCAPE, LLC CHARLOTTE, NC 704-400-4930 Charlotte SBE Active GoTo.. ~
Charlotte SBE Deactivated

1-10f 1 record displayed: Page

Search Again I [ Add New Vendor ] I Add to Outreach I I Add to Vendor List ‘ I Add to Proposal ] [ Save Search Parameters II‘ Export ‘

Contacts

Send Certification Letters | Message | - Select a vendor contact type

10. Place a check mark in all boxes that you want exported

Vendor Fields

Business name alweys included in export
[] DBAName

Phone

Fax

Email

Address

City

State/Province

Zip Code/Postal Code

5]
54
1=
O
O
O
O
O

Website

General Business Description
Primary Owner

Date Established

Date Incorporated

Full Time Employees

Part Time Employees

FEIN

oooooooo

System Vendor Number

Select All Unselect Al

Fields below wil take longer 1o expart.

Select Al UnselectAl

[ county [J company Ethnicity
[J Company Type [] Company Gender
[ External Reference Numbers

Certification Fields

O one record per firm (certification fields below will not be included in export) ek ottt

@ one record per certification

M certifying Agency Certification Date

W certification Type Certification Renewal

[ certification Action ] Certification Expiration

M certification Status [ Certification Number

[] Approval Date [ certified Description

Advanced Fieids - included only for certfications processed by this organization
[ Application Date

Assigned to Staff - Status & Date

Gross Receipts Review - Status & Date

Personal Net Worth Review - Status & Date
Eligibility Requirements - Status & Date

Screening of Supporting Documents - Status & Date
Document Request Letter - Status & Date
Document Verification Letter - Status & Date

Desk Audit - Status & Date

Information Request Letter - Status & Date

To Committee/Board - Status & Date

Final Decision - Status & Date

Final Decision Reason

Final Decision Comments

Data Input - Status & Date

Data Input Comments

Published to Directory - Status & Date

Published to Directory Comments

Approved - Status & Date

OO0ooOoooooooooooooog

Approval Letter - Status & Date

Denied - Status & Date

Denied Letter - Status & Date
Decertified - Status & Date
Decertified Letter - Status & Date

ooooo

Appealed - Status & Date

[] Appeal Receipt Letter - Status & Date
[[] Appeal Decision - Status & Date
Appeal Decision Letter - Status & Date
Pending Graduation - Status & Date
Graduation Letter - Status & Date
Graduation - Status & Date
Graduation Reason

Withdrawn - Status & Date
Withdrawn Letter - Status & Date
Deactivated - Status & Date
Renewal/Recertification Letter - Status & Date
Certified Since

Expiration Setting

Oooooooooooo

(Auto) Extension Data

SeleczAll Unselect Al

Felds below will take longer (o export.
[ Eethnicity

[ Gender

[] commodity Codes

Commodity Codes with Descriptions

Certification Officer/Analyst

ooo

System Certification ID

Selectll Unselectall

Export Records l l Save Export Parameters ] I Return to Search Results I [ Search Again




11. Click Export Records

|l Export Records ll l Save Export Parameters l [ Return to Search Results l l Search Again

12. Click “Open”
|

Do you want to open or save Vendor_Search_Results_2019-01-09.csv from cl

e.com? Open Save | ¥ Cancel

x

13. Excel file will open. Format the results for view

Review @ Tell me what you want ke

EPW'EPTEH General - p"
B Merge & Center - § ~ % * S8 % Conditional Format as

Formatting~ Table~ !

Alignment ] MNumber ] Styles

Insert Page Layout Farmulas Data
e
B g"‘:“t Calibri
F Copy -
Paste -
- ~ Format Painter BIU
Clipboard ] Font ]
D14 o fe
A | B i
1 |Vendor Search Results
2 |Date: 1/9/2019 2:22:42 PM
3 —
‘1 —
5 |Business Name Phone Fax
NEW BEGINNING
6 |LANDSCAPE, LLC 704-400-4530 704-504-3115

14. Click “File” in the upper left corner

Insert Page Layout Formulas Data

Certification Certification Renewal Expiration
Email Type Status Date Date

GDANIELS@CAROLINA.RR.COM SBE Active

1/7/2022  1/7/2022

&D f}gc“t Calibri -lu A A ==l General - l_:)
Paste = Copy ~ By === «n .00 Conditional Format as
- ¥ FormatPainter | © 1 4 ° . AT === R Formatting = Table~ ¢
Clipboard (F] Font (F] Alignment (F] Mumber ] Styles
D14 - &
A | B | C D E | F | G | H |
1 |Vendor Search Results
2 Date: 1/9/2019 2:22:42 PM
3 —
4,
Certification Certification Renewal Expiration
5 Business Name Phone Fax Email Type Status Date Date
NEW BEGINNING
6 |LANDSCAPE, LLC 704-400-4930  704-504-3115 GDANIELS@CAROLINA.RR.COM SBE Active 1/7/2022  1/7/2022




15. Click “Print” on the left side of the screen

16. Click “Print”

New

Open

Save

Save As

Print

Share

Export

Publish

Close

Account

Feedback

Optians

Info

Vendor_Search_Results_2019-01-09

C: » Users » 88164 » AppData » Local » Microsoft » Windows » Temporary Internet Files » Content.JES » S4WXZW394

Protect
Workbook ~

)
(%)

Check for
Issues ~

Options

Share

Export

Publish

Close

Account

Feedback

Options

Protect Warkbook

VETOUT_ 381 LI_RES LI _SULS-UL-Uy -

Control what types of changes people can make to this warkbaok.

Inspect Workbook
Before publishing this file, be aware that it contains:
Printer path and absolute path

Content that cannot be checked for accessibility issues because of the current

file type

Manage Workbook

_j There are no unsaved changes.

Browser View Options

Pick what users can see when this workbook is viewed on the Web.

Printer

@ _ ; City_Of_Charlotte Secure_Pri..
“=2, Ready: 421 documents waiting

Printer Properties

Settings
lj—_l Print Active Sheets

Only print the active sheets
Pages: It :

I? Print on Both Sides
7 .
4 Flip pages on long edge

”=|:|-|=|:| Collated

123 123 1,23

Mo Staples

Partrait Orientation

85"x11"

Mormal Margins
Left 0.7° Right 0.7"

=
D Letter (35" x11")
il

DD Mo Scaling
[

Print sheets at their actual size

Page Setup



